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Instructions for Downloading & Exporting in E-Verify

1. As an E-Verify participating employer or E-Verify Employer Agent Program
Administrator, click “View Reports” in the left navigation menu.

Home P
Welcome to E-Verify E-Verify News view Al >
MNew Case Federal contractor rule delayed until May 21,

2009 02/20/2009
View Cases The effective date of the final rule requiring certain

-
Search Cases . E“e“ ® Federal Co ... read more =

Edit Profile
Change Password Verify Employee 0 g‘
Change Security Questions

Need Help?
Edit Company Profile Click any @ icon for more information or contact
Add New User us at 888-464-4218 or E-Verify@dhs.gov

Wiew Existing Users

Close Company Account

Case Alerts: You Must Take Action!
m Wiew Reports
e - - Y

The “Select a report” page displays with the “Historic Records Report” link.

Select a report

Corporate Overview of Pilot Usage
Duplicate Case Report
Historic Records Report
Quick Audit Report
User Audit Report

User Report

New link

3 (o

NOTE: The “Historic Records Report” link will only be available to Program
Administrators and displayed when the current date falls within the range of
October 1 through December 31.

2. Inthe report selection list, click “Historic Records Report”. Additional information
describing the E-Verify Historic Records Report displays.
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3.

4.

Select a report

Corporate Ovenview of Pilot Usage
Duplicate Case Report

Historic Records Report
Quick Audit Report
User Audit Report

User Report

Report: Historic Records Report

The Historic Records Report provides case data about each case that is over 10 years from the date of the last transaction
as of December 31st of this year based on the National Archives and Records Administration Retention and Disposal
schedule, N1-566-08-7. The case data includes basic company and case identifiers and case resolution information. The
case data does not include sensitive employee information such as social security number or document number. This Report
will ONLY BE AVAILBLE from October 1st through December 31st. After December 31st, the records will be deleted from E-
Werify and any case information will no longer be available.

£ (o

Click “Next”. The “Enter Report Parameters” page displays with information

describing the E-Verify Historic Records Report. There are no parameters
available for this report.

Enter Report Parameters

Report: Historic Records Report

Description:basic company and case identifiers and case resolution information. The case data does not

The Historic Records Report provides case data about each case that is over 10 years from the
date of the last transaction as of December 31st of this year based on the National Archives and
Records Administration Retention and Disposal schedule, N1-566-08-7. The case data includes

include sensitive employee information such as social security number or document number. This

Report will ONLY BE AVAILBLE from October 1st through December 31st. After December 31st,
the records will be deleted from E-Verify and any case information will no longer be available.

Run Report

Click “Run Report”. If Excel is available, the “File Download” window displays.

File Download (==3a]

Enter Repd
De you want to open or save this file?

Report: H X MName: HistoricRecordsReport.csv
T j Type: Microsoft Excel Comma Separated Values File that is over 10 years from the
d From- localhost H on the National Archives and
R tO0B-7. The case data includes

Description:b n. The case data does not
in [ Open ] [ Save ] [ Eagcel ] hber or document number. This
R er 31st. After December 31st,
in

will no longer be available.

harm your computer. f you do not trust the source, do not open or

I '2‘- | While files from the Intemet can be useful, some files can potentialty
~ save this file. What s the risk?

T Rebor e

NOTE: If Excel is not available, an application will need to be selected to display
the CSV file data (e.g., Notepad, Word, etc.).
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Click “Open”. Excel launches the Historic Records Report. Only cases associated

with the Employer or E-Verify Employer Agent ID of the user account display.

The below screen shots are split into two parts due to the number of columns
comprising the report.
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COMPANY_ PARENT_ CLIENT_C
ID_NUMBE COMPANY_ COMPAN CLIENT_COMPA OMPANY CLIENT_ CLIENT_ INITIATED CASE_VERIFICATION
1R NAME Y_ID cTy STATE NY_ID_NUMBER _NAME CITY STATE _BY INITIATED_DATE _NUMBER
2 1234 ABC Company Some City 50 States ABCD1234  1/1/2004 0:00 1234567891011A8
3 1235 ABC Company Some City 51 States ABCD1235 1/2/2004 0:00 1234567891011AB
4 1236 ABC Company Some City 52 States ABCD1236  1/3/2004 0:00 1234567891011A8
s 1237 ABC Company Some City 53 States ABCD1237  1/4/2004 0:00 1234567891011A8
& 1238 ABC Company Some City 54 States ABCD1238 1/5/2004 0:00 123456789101 148
7 1239 ABC Company Some City 55 States ABCD1239 1/6/2004 0:00 1234567891011AB
E-] 1240 ABC Company Some City 56 States ABCD1240  1/7/2004 0:00 1234567891011AB
9 1241 ABC Company some City 57 States ABCD1241  1/8/2004 0:00 1234567891011A8
10 1242 ABC Company Some City 58 States ABCD1242  1/9/2004 0:00 1234567891011A8
g e 9 - gl ealbe Huo ricRecerhRapet-EVERIFY.cov - Microuaht Excel =T
-:lj. Home Insent Page Layout Formulas Data Review View Deéveloper Afrobat Team W - 7 X
Y S T S O ) | e (5 T g g
BALE | pormat Pair | L] [ 8 o | o e | e accener |8 (3| Comaitanal Formar | con || Wi Deie Format | O o L gend Bnade
Cilpbbard ; Fant e Bt 2 Ses cetis Ediog
A2 -8 £ =
M N o P a R 5 T u v W X ™
USER_ USER_
LAST_ FIRST_ ADDITIONAL_ DH5_3RD_STEP_ FINAL_ CASE_CLOSURE CLOSURE LAST_ FIRST_
1 NAME NAME DOB HIRE_DATE INITIAL_RESOLUTION RESOLUTION RESOLUTION STATUS _DATE _DESCR NAME NAME
2 DOE  JOHN 1/1/2004 0:00 Employment Authorized Employn  1/1/2004 0:00 Resolved ADOE  JANE
3 DOE  JOHN 1/2/2004 0:00 Employment Authorized Employn  1/2/2004 0:00 Resolved ADOE  JANE
4 DOE  JOHN 1/3/2004 0:00 Employment Authorized Employn  1/3/2004 0:00 Resolved ADOE  JANE
5 DOE  JOHN 1/4/2004 0:00 Employment Authorized Employn  1/4/2004 0:00 Resolved ADOE  JANE
6 DOE  JOHN 1/5/2004 0:00 Employment Authorized Employn  1/5/2004 0:00 Resolved ADOE  JANE
7 DOE  JOHN 1/6/2004 0:00 Employment Authorized Employn  1/6/2004 0:00 Resolved ADOE  JANE
2 DOE  JOHN 1/7/2004 0:00 Employment Authorized Employn  1/7/2004 0:00 Resolved ADOE  JANE
9 DOE  JOHN 1/8/2004 0:00 Employment Authorized Employn  1/8/2004 0:00 Resolved ADOE  JANE
10 DOE  JOHN 1/9/2004 0:00 Employment Authorized Employn  1/9/2004 0:00 Resolved ADOE  JANE
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NOTE: For E-Verify Employer Agents who also participate in E-Verify as an

employer, a single report containing cases for their employees and their Clients will

be generated, if associated with the E-Verify Employer Agent ID.
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